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Section 1 COMPASS

1.1 Introduction to COMPASS

The objective of the COMPASS project is to provide CTDOT with projeriagement processes that
work in conjunction with a clouttased digital Transportation Management Soluytiitizing Microsoft
Commercial Offthe-Shelf Software (MCOTS) to manage the delivery of all capital projects.
Specifically, this saltion will improve quality and control over complex transportation projects by
providing:

Ball-In-Court project status

Better collaboration and communication using SharePoint online
Realtime project scheduling capabilities using MS Project
Improved resource management

Realtime project status dashboards

Document control and content management

Improved transparency and accountability

Improved risk management

=4 =4 =4 4 4 -4 -4 4

1.2 Document Submittal / Transmittal Application

At its conception,iie Docunent Submittal / Transmittal applicati¢8&T) wasdesigned asra

applicationto be used byanstruction staff to track and route Contractor submittals during the
construction phase. Its purpose has since expanded to enable anyone to submit, track and store any
document type durinthe constructin phase. This application allows users to route documents for
review or approvalOne or morgeviewers can perform a review in series or in parallel. -BBalourt
statuses automatically update for tracking. Routing is perforisiad document attributes and a project
approval matrix Key benefits of the applicationclude:

1 One storage location for all documents on the cloud, accessible to anyone with an internet
connection

More transparent and efficient processes

AutomatedBall-In-Court statuses for trackirsgbmittals

Automated notificationgemindersdocument version contraandstorage

Routing all project documents for review or approval

Bluebeam Studio Session integrated for PDF digital review and applicatReviafw and Action
Stamps

= =4 =4 -4 A
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Section 2 The S&T (Submittal/Transmittal)
Application

2.1 Accessing a Project Site

2.1.1 Contractor Invitation

Each Construction Project Manad@BiM) or Project Engineer (P responsible for inviting the
Contractor to join the project sitéa email invitation

To access the COMPASS project site:

1. Click on the link provided in thEOMPASS email invitationNever forward your email
invitation to other users. If other individuals need access to a COMPASS project site, a request
should be sent to the CTDOT Constructi®M/PE. Note: Dependi ng emailt he wuser ¢
settings, the email notificatiomay go tahe SPAM or Junk folder. Ihis occursgmail settings
should be updatedccordingly so future projeaelated emailsoute directlyto theinbox.

Hello,
CLICK TO ACCESS COMPASS LOGIN

Go Tod

This message was sent from an unmonitored e-mail address. Please do not reply to this message.
Privacy

Microsoft Office =. Microsoft
One Microsoft Way

Redmond, WA

98052-6399 USA

2. On the SharePoint Online invitation acceptance page,
a. Contractors with an existing work / commpaOffice 365 account should click
Organizational Account and leig using their company Office 365 usame and

password.
b. Contractorswi hout an existing Microsoft account s
account” and f ol | owpahelwdreesatceupsing theacwonpany c k1 y s €

email to which the invitation was sent.
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Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow Connecticut Department of Transportation to use your basic profile
(name and email address) in accordance with their privacy statement. Connecticut Department of
Transportation has not provided links to their terms for you to review. You can remove these permissions
at myapps.microsoft.com.

.. Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft
services.

SELECT TO SIGN-IN USING AN EXISTING
COMPANY ACCOUNT. USE THE SAME
= Organizational account USER NAME AND PASSWORD.

H Sign in with the account provided by your work or school to use with Office 365 or other
Microsoft services.

Don't have either account? Create a Microsoft account, it's quick and easy!

SELECT TO CREATE A

Legal | Privacy NEW, FREE ACCOUNT.

Upon logging in, the Contractor will hau®mediate access to the project sitelbe able to process
submittals

2.2 Preparing a Submittal
The COMPASSS&T applicationis usedo process any type of document throughout the duration of
construction. Each submittal must contdgtuments of a related subject mattEor example, a
submittal may contain only Bridge Shop Drawings, or only Highway Shop Drawings, but not both. A
submittal can contaia singledocument or multiple documents.

Submittal documents are to be formatted and digitally siguedrding to CTDOT standardss
described below. The instructions contained herein supersede the suloumiitgl process desdred in
other manuals and instructions; project submittals are to be routed via COMPASS.

2.2.1 Submittal Format

2211 Shop Drawings
1. Sheets shall be sized ANSI D (34 in. x 22 in.) and be combined into (1)pagki PDF file.
Submittal filesshall benamed peDOT Constuction.
3. Each sheet shall have a border, title block and a rectmigok, 2.25 in. wide x 1.75.ihigh, in
the lower right hand corner for the action stamp.
4. The minimum text height and width on sheets shall be 0.125 in.

N
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All letter characters shall be pprcase.

All sheets shall be submitted in black and white.

Sheets shall be searchable.

If a submittal needs to be resubmitted, the new submittal will include all of the sheets from the
previous revision that were stamped No Exceptions Noted or Excepsiddiated along with the
new sheets that were required to be resubmitted.

© N O

**Guidance for the number of printed hard copies will be provided by the Construction District Office
for inspection purposesSheet sizes shall be in the format described above.

2.2.1.2 Product Data
Sheets shall bezed ANSI A (8.5 in. x 11 in.) and be a single mipiige PDF file.
Submittal files shall be named @@OT Construction.
Marked to indicate applicable choices and options.
Where norapplicable information and products are included, notations shall be made to clearly
delineate applicable from neapplicable information.
Readily legible.
6. Include the following information and confirmation of conformance with the Contract to the
extent applicable:
a Manufacturer’s printed recommendati ons
Compliance with recognized trade association standards
Compliance with recognized testing agency standards
Application of testing agency labels and seals
Notation of coordinatiomequirements
Contract item number
g. Any other information required by the individual Contract provisions
7. If a submittal needs to be resubmitted, the new submittal will include all of the sheets from the
previous revision that were stamped No Exceptions Natétkceptions as Noted along with the
new sheets that were required to be resubmitted.

PwnNpE

o

~®ooo0CT

**Guidance for the number of printed hard copies will be provided by the Construction District Office
for inspection purposes. Sheet sizes shall be in the format desgtrabove.

2.2.1.3 Working Drawings
Working drawings shall conform to the following requirements:

1. Sheets shall be sized ANSI D (34 in. x 22 in.) and be in a single-pagjé PDF file.

2. Each sheet shall have a border, title block and a rectangular box, 2.28drx Wi75 in. high, in
the | ower right hand corner for the reviewer'’ s
3. The minimum text height and width on sheets shall be 0.125 in.
4. All letter characters shall be uppercase.
5. Sheets shall be searchable.
6. All sheets shall be submitted in black and tehi
7. The first sheet shalll include the Contractor’' s

meeting the requirements of Adobe’s Certified

IssuedNovember 2020 Page7 of 27



CIDOTCOMPASS Contractor’s User Manual

Trust List (AATL), and all other sheets shall include awatarr k of t he Pr of essi on
stamp in a common area of the border.

8. Calculations shall be sized ANSI A (8.5in. x 11 in.) and be in a single PDF file.

9. The first sheet of calculations shal/l i nclude
digital signature meeting the CDS or AATL requirements.

10. Supporting Documentation shall be in a PDF separate from the drawings and calculations.

11. Submittal files shall be namgxkr DOT Construction.

12. If a submittal needs to be resubmitted, the new submiilahalude all of the sheets/documents
from the previous revision that were stamped No Exceptions Noted or Exceptions as Noted along
with the new sheets/documents that were required to be resubnfittedbmittals including
resubmissios are to be dgjitally signed as discussed below.

**Guidance for the number of printed hard copies will be provided by the Construction District Office
for inspection purposes. Sheet sizes shall be in the format described above.

2.2.2 Digital Signature Requirements
Adi git al I D must be purchased in order to apply a
specifications of Adobe’'s Certified Document Sery
The necessary hardware and software needed to apply tlrededjgital signatures may be purchased
from the list provided at the following websites:

1 CDS: http://www.adobe.com/security/partners cds.html
1 AATL: https://helpx.adobe.com/acrobat/kb/approtegtlist2.html

A graphic appearance must be attached to a digital signature when signing documents. The following
section shows the gphic appearance requirements when signing as a Professional Engineer (PE) and

when signing as a nelRE. For Working Drawings, two graphic appearances must be created. One is an
appearance of the PE stamp, which will be attached to the digital sign@h@&®ther appearance shall be

the PE stamp along with the firm s addressed and
border of all working drawingsDocuments such as letters and other correspondence from the Contractor
shall be digitally gjned in accordance with this publication.

22.2.1 Graphic Appearance of the Digital Signature
Two graphic appearances, one of the Engineer’'s PE
company address must be created in accordance with the followingwilDoe used as the appearance
of the digital signature and one will be used as a watermark that is to be placed on all Working Drawings.

The graphic signature that accompanies the digita
signature and PEanp, and shall be created as follows:

Stamp and sign a blank piece of paper.

Scan the signature.

Crop the image to approximate 250 pixels wide by 250 pixels high.

Save the image as a PDF on a computer or server where it can be easily accessed fanlater use
the signature satp procedure.

PR
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2.2.2.2
I n addition
shall al so
1.
2.
3. Sign PE stamp.
4,
5.
6.

CIDOTCOMPASS Contractor

\\\o?

\\11]}
\Woonn

\\¢§‘s. PRY

1,
2

Figure 1: Example of Consultant Engineer Graphic Image of

Signature- applied with digital signature to first page only

Graphic Appearance Used as a Watermark

s User Manual

t naturé dne PEdstanspi tloe graphit sgnasuie ghat is placed as a watermark

nclude t he

thewatermarking procedure.

designer ' s

On a blank papgsiece of paper, print company name and address.
Place PE stamp next torapany name and address.

Scan the image created in steps 1 through 3.
Crop the image to approximately 500 pixels wide by 250 pixels high.
Save the image as a PDF on a computer or server where it can be easily accessed for later use in

Figure 2: Example of Consultant Engineer Graphic Image
of Signature applied to all pages as a watermark

company name

Once the graphic images have been properly created and saved, the digital Sigpetarance
preferences must be set as follows:

2.2.2.3

Regular Signer
Signature

T Graphic Appearance of the Digital

an

The following graphic appearance shall be used when signing as a regular signer. This appearance will be
used for signing letters and other typéslacuments.

The graphic signature appearance shall be created as follows:

E A
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Signer must sign a blank piece of paper.
Scan this signature.

Crop the image so that the image is approximate 300 pixels wide by 100 pixels high.
Save the images as PDFs on a comput
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12 30—

Figure 3: Example of a Graphic Image of
Signature- used with digital signature

2224 Setting Up the Appearance of a Digital Signature
To setup the appearance of a digital signature:

1. Launch Bluebeam.
2. Make sure the USB token that has your digital signature on it is inserted into the computer. Then
in Bluebeam go to the Document tab and select Signaufegital IDs.

Document Form Marup Measure Window Help

= - € o e B-

-

ty WY s o
& Sign Document

B nty B
a . 1 | X Add Signature Field

-

Certify Document. ..
Documentl® =

Digital IDs...

Trusted Identities...

Figure4: Digital Appearance

3. Click on your ID and click Mnage Appearances

Manase Digital IDs | (1) Select ID x| .
——— Mathew Calkins Appearances ﬁ_<|
Marne Location —
D m d:\Documents and 5 ettingscalkinsmi\Ap
@‘ I athew Calking “Windows Certificate Store D
.
X /@ (3) Double Click
Identity
: Mathew Calking |3sued By
Organizationagl nit: Starts:
Organization N&me:  AEC Applicati Expires:
mathew. caifins@ct. gov
Country / Flegick: US
Djgftal Signatures and Data Encryption
[ Export... U tanage Appearances. .. ] .
(2) Click Manage
Appearance

Figure5: Manage Appearance

4. Next follow the figure below to add the applicable graphic appearance and set the correct
settings:
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Signature Appearance

=3

t Title: | Mathew Calkins|

Graphic
) None

() Name

‘ @ Fie D-\Usershcalkinsmj’\Desktop'mic pe jpg

1D

Posttion: @) Left ) Right ) Background

Font Size: |9

Preview

<Name>
<Reason>
<Date>

Text
af [¥] Name

[ Distinguished Name F_-
| [C] Location Mlignment @ D [:]

[¥] Reasan

[T Cortact Info

[¥] Date /

Me—

[ Labels
Auto § [[] Logo

D

44— Type in Name

Browse to graphic
appearance

="

7

Make sure these
settings are set
as shown

_~ Click 0K

Figure6: Setting the Digital Appearance

5. Now thedigital appearance will be saved and can be used to digitally sign.

2225

Digitally Signing

The digital signature must be applied to the Working Drawings, calculations and other documents in

accordance with the following:

The following settings must be selecteden digitally signing:

Sior =
Digital 1D:
Mathew J.Cakins, P.E. v ][ View... | [ New.. |
Password:
Signature Type
() Digital Signature /
[—r—— ey
( [Markups.fill infoms, and digital signatures - ,
Options
Reason: -
Location:
Contact Info:
Appearance
[Standard Text ][ Edt.. | [ New. |
Mathew J.
Calkinsg, P.E.
2015.09.25
10:12:49-04'00"

Select these
options

Figure7: Digitally Signing

The following are examples of Working Drawings and calculations that have been digitally signed:
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2.2.2.6 Working Drawing Plans
The first plan sheet in the submittal shall hawkgital signature and a watermark placed on it as shown
below. All other sheets will only have the watermark. A place in the border of the plan sheets shall have
a spot for this watermark.

BEAM END PAINTING AND BEARING REPLACEMENT IN DISTRICT 2.

CONNECTICUT DEPARTMENT OF TRANSPORTATION
STATE PROJECT NO. 172-405

BRIDGE #3415 & #3416 - WORK PLAN

DRAWING INGEX
TirE

L0
130020102
13002.01.03
130020110

~| Digital Signature Tso0r 01| ONG P

130010113 | JACKING PLAN

130020120 | PLATFORM SECTION
130020121 _|PLATFORM SECTION

TN[u00zorz | arron secron
Y, Wilom |02 WLy
g iliam Prat Sy
: 30010134 [stam case
() 20140812 cose
V2 (as00000 |H0ernis s o 7

130020131 | 1Acking i
130020090 | contam
130020141 _|cow

CONTAINMENT NOTES
CONTAINMENT NOTES

Watermark

~

Figure 8: Working Drawing folPermanent Structures

2.2.2.7 Working Drawing Calculations
The first sheet of the calculations shall have a digital signature as shown below:

ABHE
S\ronquA

1IN

BRIDGE BEAM END AND BEARING REPAIR
IN DISTRICT 2
CONNECTICUT DEPARTMENT OF
TRANSPORTATION

PROJECT NO.172-405, ASI JOB NO.13002
(BRIDGE #3415 & #3416)
Calculations
Digital —»
S gnatu re L Tiaancomor

William Pratt
2014.03.12

Abhe & Svoboda, Ine.

17066 Revere Way, Prior Lake, MN 5537

June 24, 2013

Aihe: & Swobada, k. s an Equal Opparturdy Employer

Figure9: Working Drawing for Permanent Structures
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2.3 Creating a New Submittal in COMPASS

The COMFASS S&T application is used to process any type of document throughout the duration of
construction. Each submittal must contain the same type of document. For example, a submittal may
contain only Bridge Shop Drawings, or only Highway Shop Drawingsdiupoth. A submittal can

contain a single document or multiple documeriisr Facilities projects, please see Appendix A for the
Submittal Transmittal form.

To create a new submittil COMPASS

1. Log-in to COMPASS.

2. Select New Submittal on the Submigtdaransmittals page

() New Submittal

3. The Submittal window opensComplete the appropriate form details:

a. Submittal Name Follow any reommendedNaming Conventionprescribed by CTDOT
Construction.

Note: Submittal and file names should not exceed 50 characters in length.
Characters include letters, numbers, symbols and spaces.

Note: Submittal and file names should not contain any of the following restricted
charact er s : ~ A I} & * 1 < > 2?2 |/

b. Item Number (optional) Select one or more Item Numbers associated with the submittal.
If the Item Number is not listedhllow DOT Construction District guidance on adding a
new number. If the Contractor is instted to add the new numbéake the following
steps

Details

1. PRESS TO ADD A NEW ITEM
NUMBER IF IT IS NOT ALREADY
CONTAINED IN THE LIST.

+ Add item Number
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Add New Item Number

Item Number:requ —f 2. INPUT THE NEW ITEM NUMBER

tem Number DE—S{V 3. INPUT THE ITEM NUMBER DESCRIPTION

Cancel

4. PRESS SUBMIT TO ADD THE NEW NUMBER
AND DESCRIPTION TO THE DROP-DOWN LIST.

c. Submittal Type Select the appropriate submittal type. This selection will determine to
whom the submittal will be routed, based on the project Approval Matrix. It is important
to select the correct Submittal Type to ensure there iglay ¢h routing the submittal to
the appropriate person.

d. Urgent box (optional) The urgent box should be used sparingll submittals marked
as urgent will be pinned to the top of the Submittals/Transmittals table. Marking this box
does not modify any contractual obligations. This box can be used to highlight a
submittal that would benefit from an expedited review.

4. Once the submittal form is preparedagthefile(s) into the Attach File(s) box or left click and
Browse to select file(s)Once attached, the file name can be edftadeded Press Submit
when all Submittainformation iscomplete
Note: Submittal and file names should not exceed 50 characters in lengtAllowable
characters include letters, numbers, symbols and spaces.Restricted charactersare ~ A #
% & *:<>7?/\{]|}and should not be pat of the submittal and file name.
Note: The maximum size ofanindividual files is 250 MB. Files in excess of 250 MB can be
broken into separate file attachments and included in the same submittal.

5. Thesubmittal owneand any members of the optional CC \isll receive an email notification
regarding the new submittal. Thebsnittal will populate in the Submittals/@nsmittals table,
showing the sbmittal name, type and item numlgas inputted by the ContracjorThe Review
Status will show as Process Assignment with the-BaCourt assigned to treibmittal owner
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2.4 Submittal Owner

When a newubmittal iscreatedthe submittal eneris assigned based on the ApprbWatrix. For

example, if theContractorselects Shop DrawingBridge as the Submittal Type, then the person assigned
to review Shop Drawing Bridge in the Approval Matrix for the gén project will be assigned as

submittal owner. The submittalvoer is responsible for reviewing teabmittal, assigning additional
reviewers (optional), setting due dates in conformance with any contractual obligations, providing any
feedback to the Contractor and completing the submittal process.

2.5 Review Process

The individual assigned as submittalrer is responsible for completing the Stitvah Process
Assignment page. The submittabmer will assign reviewers and due dates, as needed.

2.5.1 Incomplete Submission
If the Department deems a submittedomplete or unacceptable, the submitt@her will sand the
submittal back to the Contractor before beginning a review session. When a submittal is sent back as
incomplete, the submittal has not been entered into DOT processing; the review process and any
associated timeframe requirements have not begba.Baltin-Court will list theContractor and the
Review Status will be Revise and Resubmit.

Reasons for returning an incomplete submittal before beginning a review session may include, but are not
limited to:

1 Submittal form incorrectly filled out (e.gncorrect Submittal Type or Item Number is selected)
1 Required digital signatures / contractual obligations are missing
1 Submittal Type incorrectly selected, causing the submittal to route iocihreect approving

party

Below is a samplemailnotificationsent to the Contractor when a submission is incompepecific
comments prepared by the Owner / Reviewer will populate in the email notification.

The submittal titled Test for incomplete needs to be revised and resubmitted for the following reasons:

This' submittal 1s incomplete.

EMAIL NOTIFICATION INFORMING
Please take corrective action identified in the Comments and resubmit. CONTRACTOR THAT A

SUBMITTAL IS INCOMPLETE
Click the link below to view the submittal:

https://ctgovdot.sharepoint.com/sites/dev/Projects/0171-0417/Pages/Submittals. aspx?routeid=304

Submittal details

Submittal Name: Test for incomplete
Project: '0171-0417'

Purpose: Revise and Resubmut

Content: 0 Shop Drawing - Bridge

When Submitted: 1/24/2019 12:00:00 AM
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Seethe Replace File sectidar instructions on how to replace an incomplete submittal.

2.5.2 Revise and Resubmit
The Revise and Resubmit button in COMPASS is not
as communicated through the Digital Review and Action Stamps. The homencld@@MPASS
indicates the submittal review statngpft he Depart ment’'s di sposition.

The sibmittal avnerwill select the Revise and Resubmit button if there is further action that the
Contractomeeds to take before thelsnittal can be completed’he sumittal ovner will provide
comments via the COMPASS notification enaaild / or via marlupsor file attachmenti the actual
submittal document(s). When teebmittal evner selects the Revise and Resubmit button, thelall
Court will update to th€ortractor, with a Review Status of Revise and Resubmit in the
Submittals/Transmittals table.

The Contractotis responsible for reviewing all comments and mapk and resubmitting the document(s)

as needed|If the submittal vner returns a shop drawingtsnittal with different dispositions stamped on
each sheet, the Contractor shall revise individual sheets as needed. When the replacement document is
ready to submit, the Contractor shall combine the apprsireéts and replacement sheets into one file in

the correct orderRevied Working Drawings are to lsigned before resubmittires described iDigital
Signature Requirements

The Revise and Resubmit function can be used muttipkes, if needed, faa given sibmittal.

2.5.3 Revising and Replacing a File
When a submittal is returned to the Contractor as Revise and Resubmit, the Contractor is responsible for
opening the document, reviewing all email comments and-opaskand responding accordingctorent
business processes.

253.1 Opening and Downloading a File
To open a file, navigat®tthe appropriate submittal in the Submittitansmittals table. Select the
hyperlink in the submittal or review status column. The review stétlise Revise and Resunit; the
Ball-in-Cour t wi | | l' ist the Contractor’s user name.

REVIEW
STATUS

SUBMITTAL SUB TYPE ITEM NO

AAAAAAA

SELECT SUBMITTAL NAME OR
REVIEW STATUS (REVISE AND
RESUBMIT) TO VIEW DOCUMENT

When the hyperlink is selected, tBabmittal window will appearA table will list the documents
contained in the submittal:
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DOCUMENT(S)

Filter By v
(J NamE BLUEBEAM
D directions.pdf -5 Not In-Session

1to 10of1 Page 1 of 1

Click the dcument name to view the document and any comments or stamps placed by the Department.

If the document is a PDF, it will appear in a PDF viewer. From the PDF viewer, the document can be
downl oaded and saved to t he dktopnserves drivegatc)) €xampleef er r e
of how to save from the PDF viewer are shown below. eXaet appearance and imed of downloading

the file vary by browser.

SAVE BUTTON IN INTERNET EXPLORER

DOWNLOAD
BUTTON IN
CHROME

2.5.3.2 Revising a File
The Contractor is responsible for reviewing all commentsided via email and document mangand
revisingthe submittal document(s)rhe Contractor should not revise grmgges or sheets that have been
stamped No Exceptions Noted or Exceptions as Noted by the Department.

2.5.3.3 Shop Drawings, Working Drawings and P roduct Data
Shop drawings, working drawings apobduct data shabie formatted andigitally signedin
conformane with the current requirements as discussdtt@éparing a Submittal
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If the submittal avner retuns a shop drawingyorking drawingor product dataubmittal with different
dispositions stamped on each sheet, the Contractor shall revise individual sheets as needed. Consistent
with current business processtige Contractor shall only make modificat®to sheets stamped Revise

and Resubmit or Rejected; the Contrastuall not revise any pages or sheets that have been stamped No
Exceptions Noted or Exceptions as Noted by the Department

When the replacement document is ready to sultmeitContractoshall include all of the sheets from the
previous version that were stamped No Exceptions Noted or Exceptions as Noted along with the new
sheets that are required to be resutadit Revised Working Drawings are to be signed before
resubmitting as described Digital Signature Requirements

For example,d combine approved and replacement sheets using Bludbeayopen the daament that
wasdownloaded from COMPASS. d3o Documen®, Replace Pagesr press CTRL + SHIFT +.Y

Apply Stamp...

Insert Blank Page...  Ctrl+Shift+N

Insert Pages... Ctrl+Shift+I
Insert Layered Page...

Insert from Scanner...

Extract Pages... Ctrl+Shift+X
Split Document...

Replace Pages... Ctrl+Shift+Y

Rotate Pages... Ctrl+Shift+R
Crop Pages... Shift+Alt+0

Number Pages...

An Open From dialog window will appear. Navigate to and select the file that contains the replacement
pages.

IssuedNovember 2020 Pagel8of 27



CIDOTCOMPASS Contractor’

s User Manual

x
| Type | Location [Status |
ProjectWise V10 ctdot projectwiseonline. com:CTDOT Ready
My Computer From Disk

[ ok | cancel |

7

WHEN THE OPEN FROM DIALOG WINDOW APPEARS,

NAVIGATE TO AND OPEN THE FILE CONTAINING THE
REPLACEMENT PAGES.

If the replacement pages are contaiiredeparate files, the above process can be repeated until the new
document is compiledvith pages in the correct order

2534 Replace File
When the replacement document is prepared, the Contshciolid:

1. Navigate to the appropriate submittal page @ik the Replace file buttonThis is the red
button located to the right of the file naméote: The Contractor shouldot respond to a
Revise and Resubmit by attaching a new document in the Attach File(s) window:

DOCUMENT(S)
Filter By v
() NAME

SELECT TO REPLACE FILE BLUEBEAM
D drectons.pdf@K

Not In-Session

Do not replace by attaching a new
file marked as Rev 1, Rev 2, etc.

2. A Replace Documémwindow will appear. Select the correct document to upload, then press the
Submitbutton. The replacement document does not have to match the original file name; it can

have any name necessary based egnRetilheac.)Thentract o
file name in COMPASS remains the same, regardless of the name of the replacement file itself.
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Replace Document

Replacing: directions.pdf

3. If more than one file in a given submittal is to be replaced, pinesgdeplace Filecon nexteach
document and repeat the process described above. Ensure that the correct replacement file is
uploaded to replace the corresponding origitteument in COMPASS.

4. Press Submit to complete the R&R process. COMPASS automatically saves the replacement file
in the original document’s version history (vi
team members)The Ball In Courwill returnto the submittal wner.

ol :v-1.>. m

2.6 Save a Draft

Usershave the option to save their work as a draft without advancing the workflow. In the Process
Assignment and Submittal windows, if the Save but
draft. In theSubmittals/Transmittals table, the Review Status will show as Draft. ThénBadurt will

remain with the user who selected save.

SAVE WORK AS A DRAFT
WITHOUT ADVANCING

THE WORKFLOW.
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2.7 Ball-In-Court Status

The Submittals/Transmitta($&T) table contains a Balh-Court column that automatically updates

throughout the workflow. The Balh-Court will list one or more individuals at a given time durihg

review process. Once thelsnittal is completethe Baltin-Court field isblank. The Contractor should

review the submittal when the statu€smpleteta s sess t he De pa Alpmjeadtaff,fs di s p
including Contractors, are responsible for monitoring the Submittals/Transmittals tabélyegul

2.8 Navigating the S&T Table

The contents of the S&T table candmarchedijiltered and sded for ease of use.

To search or filter, enter key words from submittal names in the search field, or select option from the
various dropdown boxes. Press the Reset Filters button to clear all search and filter results.

FILTER SUBMITTALS BY

(}: Search Submittals -\I Sub Type Status Ball In Court Due Date

Reset Filters

To sort columns, selettie arrow to the right of each column heading. Columns can be sorted in
ascending or descending order.

2.9 Comments

In addition to markedip documents;omments provided by the reviewer will be sent to the Contractor
via COMPASS email notification. The @wacta is expected to read AMOMPASSemail notifications
to ensurecomments are reviewed and addressed.

2.10 Correspondence to Contractor

The Department may elect to send correspondence to the Contractor via COMPASS. If this occurs, the
BallInCourtwils how t he Contractor’s name and the Submitt
Contractor. In this situation,ie Contractor should take the fallimg actions to complete the workflow:

1. Open the submittal from the S&T table.
2. Download the submittaldocume ( s) t o the Contractor’s preferr
3. Presghe Bypass Approval & Complete button to complete the workflow.

2.11 Project Menu

The Project Menwlocated on the left side of Dashboard and Details pagesomprised of the
following sections:
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1 Contacts The Contacts folder can be used to add contact information for project staff,
stakeholders, contractors, agencies or other relevant users.

1 Contract DocumentsThe Contract Documents library contains five folders to whichsats
with access to the project, including Contractors, have access. When Contractor submittals are

marked Complete by the submittal owner, the final version of the document will automatically
route to the 125 Completed_Submittals folder.

When a seleabin is made from the Project Menu, a new window will automatically open to provide the
information. For example, if the Contract Documents library is selected, it will open in a new browser

{R) COMPASS

Project Overview

Project No. 0134-0148
Temp ID. PP134-0006

Schedule Phase: Pre-Design

Contacts

Contract Documents
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Contract Documents

[1 Name Modified Modified By
100_Contract_Plans (PDF) April 17 SharePoint App
110_Contract _Documents April 17 SharePoint App
125_Completed_Submittals June 9 SharePoint App
130_Final _Engineering_Reports April 17 SharePoint App
160_Project Photos April 17 SharePoint App

Section 3 Best Practices

3.1 Business Processes

All project staff— including Contractors should monitor their COMPASS accounts daily to assess Ball
In-Court statuses and ensure there is no lag in reviewing and routing submittals.

3.2 Naming Conventions

File names should not exce®d charactersin length. Characterinclude letters, numbers, symbols and
spaces. Submittal and file names should not contain any of the following restricted characters:

~ A # % &\{fF} : < > 2 |

Submittal names should accurately describe the contents of the submittal.

Individual file document names should be in the following format:
Project Number [########] Submittal Type [WD, SD, RFI ###, RFC ###, etc.] [Description]
Examples:
12345678 WD Access Platform
12345678 SD Exodermic Precast Panel

12345678 RFI 001 Struatal Steel

12345678 Letter from Smith to Jones Winter Work
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3.3 Revise and Resubmit Comments

When returning a submittal &evise and Resubmit, the submittalner may provide comments and
direction to the Contractor. The Contractor is responsible for rawieall comments provided in the
COMPASS email notification and in the marke documents, as applicable.

3.4 Urgent Box

The Urgent Box should only be checked for the following reasons:

1 Submittal impacts schedule and the Contractor would like to reduceritractually obligated
review period Note: Clicking the urgent box does not reduce contractual obligations but
serves as a noehinding request to expedite the review process.

1 The urgent submittal needs to advanced to the top of the Submittals/Ttalsstaidle.

Section 4 Frequently Asked Questions

4.1 Computer Requirements

41.1 Devices

COMPASS can be accessed through a desktop computer, laptop computer, tablet or mobile phone. The
device must have internet access

4.2 Maximum File Size

SharePoint has a soft maximtihte size of 250 MB. If a document exceeds this maximum, the user can
break it up into multiple documents contained within the same submittal.

4.3 COMPASS Access Troubleshooting Tips

Below is a list of troubleshooting tips for users to implenifgotoblems @& encountered when trying to
access COMPASS:

Confirm the user has the proper permissions to access the project.

Confirm the correct logn name and password are used.

Completely sign out of Office 365 and COMPASS, then log back in.

Press CTRL+F5 to perfor a hard refresh on the page.

Delete the browser history and cache.

Verify with local IT support that there are no firewalls, securities or other issues that would
interfere with connecting to COMPASS.

I Attempt access using more than one web browser.

= =4 =4 4 -4 =9

4.4 Delete a Submittal
Q: I accidentally submitted the wrong document to COMPASS. Can | delete the submittal?

A: Contact the project PM make any requests for deletion.
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4.5 Email Address Change

Q: Ireceived an email
address Now | need to
process for doing this?

invitation to join a COMPASS proged setup my account with an email
change my email address used to access the COMPASS projé¢haites the

A: TheContractor should contact the proj€xinstructionrPM and request a new invitation.

Section 5

Data Dictionary

5.1 Submittals/Transmittals Table

COLUMN HEADINGS

Column Description

Submittal Contractoe nt er s manwual |l y i n onithe Ddcugand n
Submittal Page

Sub Type Contractorselectfrom“ S u b mi t tdeg-dovinyispam the Document
Submittal Page

Item No. Optional. Contractors el ect s fr om “ |-dpexific didpdowh €

list on the Document Submittal Page. One or more items can be selecte

Review Status

Updates automatically. Identifies statughad submittal in the workflow.
Doesnotpr ovi de t hedispsitpraon themsamittal brthe
documents contained therein.

Ball In Court

Updates automatically. Identifies the person(s) responsibtaKimg the next
action in the workflow.

Submittal Date

Auto-populatesvhen the sbmittal is first initiated.

Resubmitted Date

Updates automatically. Identifies most recent resubmittal date, if applica

Final Due Date

Owner sets Due Date on the BPegsAssigmment Page

Reminder Date

Owner sets Reminder Date on the Process Assignment Page

REVIEW STATUS COLUMN

Status

Description

Process Assignment

First status to appear after a new submittal is added. Based on the Appr
Matrix, COMPASSautomatically assigns the submittal owner tewgethe
review process and schedule.

In Review (# of #)

Shows that the submittal is in review and identifies number of stepe in
review series. SubmitOwner is the final reviewer by default.

Revise and Resubmi

Alerts Contractor t@aomments Contractor to reviewwmailcommentsand/or
markedup documents, revise the submittal documents, then resubmit.

Send Back Assigned reviewer declines the O
submittal back to the Owner.

Complete Review process is complete. Contractor to review comnaent®r marked
up documents for the Department’

Draft A submittal is saved in draft form. The submittal has not been advanced

workflow but is available for the user to edit and process.
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Section 6 Support
For assistance with the COMPASS&T application pleasecontact:
6.1 District COMPASS Representatives
District COMPASS Rep. Email Phone
District 1 Sabrina Coffin sabrina.coffi@ct.gov 8602584668
Darlene Salokas darlene.salokas@ct.gov 8602584644
District 2 Jim Paul jim.paul@ct.gov 860-823-3269
Matthew Collins matthew.collins@ct.gov 860-823-3275
District 3 Steve Hebert steven.hebert@ct.gov 2033893154
Aliaksei Sidarenka aliaksei.sidarenka@ct.gov | 203-389-3177
District 4 Shawn Beaulieu shawn.beaulieu@ct.gov 2032325786
Jason Cichon jason.cichon@ct.gov 203591-3575
District 5 Jennifer Sweeney jennifer.sweeney@ct.gov | 203-401-5170
Edward Rivera edward.r.river@ct.gov 203-401-5178
0ooC Doug Harz douglas.harz@ct.gov 860-594-2681
John Rorrio john.rorrio@ct.gov 8602584643

6.2 COMPASS Knowledge Center

Additional resources, including the most recent version of this manual, brief training viedeasirflites

each) and a link to the COMPASS Support Desk can be found @OREPASS Knowledge Center
support page.
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APPENDIX A:

Facilities Submittal Transmittal Form
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